How to enable/disable a V®ilat
form?

Learn how to enable/disable a form

1 Navigate to https://console.voila.app/en/dashboard

2  Click Company settings
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3 Select Time and Attendance

Payroll Settings

) 0]

Payroll and Time Off Time and Attendance

Set up the payroll periods, manage your Configure timeshrets, approve

time off types, overtime rules and shift reminders af yrmissions.

premiums. Activate wey pile time clocks for
specific teame,_ocations and positions
and define validation rules for clocking
entries.

Account Management

v

Billing Integrations

Manage your Voila! licence, change your Find out about the various integrations
billing information and access your offered by Voila! to simplify your
invoices. workforce management.

4  Click Time Entries Settings
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Organizational Structure
The time clock validates your employees presence for their shifts. It also automatically fills thei

Web Time Clock

. Enable web time clock
Allows employees to clock in on a computer or tablet by entering their phone numb

Schedules and Availability
Invitation & Assignment
Employee Mobility

Payroll and Time Off

Time and Attendance ~ Enable web time clock

Time Clock Management URL

https://punch.voila.app

Time Entries Se'

Timesheet Approvais

Billing
Integrations veresens

Use photo validation
Photo validation requires the employee to take a photo when clocking in and out
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5 Click here to enable/disable a form

< Back to settings Any questions regarding possible clock out issues will not be asked to the employee.

General Settings » 2 Disable questions about break issues on clock out
Any questions regarding possible break issues will not be asked to the employee.
Organizational Structure

Schedules and Availability » Automatic shift closing
The employee’s departure will automatically be clocked X hours after the end of his shift.
Invitation & Assignment

Employee Mobility Forms
Payroll and Time Off 1 Enable a form
) When a form is enabled, your employees will need to answer the questions correctly before
Time and Attendance A they can check into their shift.
Time Clock Management
Time Entries Settings Custom Time Entries Settings (®

Timesheet Approvals
PP Settings application

Billing
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Integrations
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6  Click on Forms drop down menu

< Back to settings Any questions regarding possible clock out issues will not be asked to the employee.

Disable questions about break issues on clock out
Any questions regarding possible break issues will not be asked to the employee.

General Settings

Organizational Structure

Schedules and Availability » Automatic shift closing
The employee’s departure will automatically be clocked X hours after the end of his shift.
Invitation & Assignment

Employee Mobility Forms
Payroll and Time Off a Enable a form
. & When a form is enabled, your employees will need to answer the questions correctly before
Time and Attendance A they can check into their shift.
Time Clock Management Forms
Select form

Time Entries Settings

. The field is required.
Timesheet Approvals

Billing

Integrations Custom Time Entries Settings @

Settings application
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7

Select a form

< Back to settings

General Settings
Organizational Structure
Schedules and Availability
Invitation & Assignment
Employee Mobility

Payroll and Time Off
Time and Attendance

Time Clock Management
Time Entries Settings

Timesheet Approvals
Billing

Integrations

Any questions regarding possible clock out issues will not be asked to the employee.

Disable questions about break issues on clock out
Any questions regarding possible break issues will not be asked to the employee.

» Automatic shift closing
The employee's departure will automatically be clocked X hours after the end of his shift.

Forms
) Enable a form
& When a form is enabled, your employees will need to answer the questions correctly before
they can check into their shift.
Forms X
Select form
Q
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Settings application
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